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WIITED  STATES  DEPARTIENT  OF  AGRICULTURE 
DIRECTOR  OF  IrFORI^ATIGK 
Tjashington,  D.  C. 

July  26,  1946 

OFFICE  OF  INFOro^ATION  MEMORAFDUIT  NO.  84 
Procurement  of  Carbon- Interleaved  Forms  and  Tabulating  Cards 

Decision  by  the  Government  Printing  Office  to  require  this  Department  to  shift 
from  its  previous  contractual  arrangements  and  procure  snap-out  forms  and  tabu- 
lating cards  through  contracts  established  and  operated  by  the  Government  Printing 
Office  makes  it  advisable  for  bureau  chiefs  to  review  their  printing  needs  and  to 
devise  methods  for  advance  scheduling  of  their  orders  for  these  materials. 

The  Offices  of  Information  and  the  Secretary  on  two  occasions  in  the  past  three 
months  requested  the  Public  Printer  to  continue  to  grant  waivers  on  snap-out  forms 
so  that  contracts  and  orders  could  be  placed  directly  with  commercial  contractors. 
These  requests  were  denied. 

Prices  quoted  to  the  Government  Printing  Office  on  snap-out  forms  by  the  lowest 
bidders  are  considerably  higher  than  those  obtained  by  the  Department  during  fisca 
year  1946.  Furthermore,  costs  are  much  higher  on'  "hurry-up"  schedules  than  when  a 
longer  time  is  allowed.  In  order  to  stay  within  budget  limitations,  90  to  120  day 
should  be  allowed  to  make  delivery  v^henever  possible.  Rush  jobs  of  snap-out  forms 
can  increase  costs  as  much  as  65  percent  or  possibly  more  over  prices  paid  during 
the  last  fiscal  year. 

YvTien  ordering  snap-out  forms  in  quantities  of  100,000  sets  and  over,  there  may  be 
cases  when  a  partial  delivery  v/ill  suffice.     In  such  instances,  it  will  be 
appreciated  if  the  persons  responsible  v;ill  specify  on  the  printing  request  the 
partial  quantity  and  date  necessary  to  satisfy  their  immediate  needs  together  with 
the  complete  delivery  date.     By  using  this  method  long  run  jobs  may  be  divided  be- 
tween two  or  more  contractors,  which  will  result  in  lower  costs  to  the  Department, 

The  follov/ing  quotation  is  from  a  letter  of  the  Public  Printer  dated  July  17,1946: 

"Bid  prices  have  been  received  and  compiled  and  the  Office  is  making 
awards  for  the  material  (snap-out  forms)  as  ordered.     Our  contracts 
provide  for  multiple  av/ards  to  the  lowest  bidder  or  group  of  bidders 
who  agree  to  perform  the  v;ork  within  the  time  required.     It  is 
believed  necessary  to  call  this  clause  to  your  attention  because  it 
v;ill  affect  the  price  to  be  paid  by  your  department  for  work  ordered. 
There  is  a  spread  betv:een  the  prices  of  the  contractors,  v;hich  on 
some  items  ranges  as  far  as  50  percent. 

"Commercial  buyers  are  supplying  the  snap-out  industry  v/ith  so  much 
business  that  it  will  not  be  disposed  to  accept  our  orders  if  they 
are  consistently  based  on  hurry-up  schedules.     Our  contractors  already 
have  notified  us  to  this  effect.     In  such  case  v/e  shall  have  no 
recourse  but  to  continue  offering  the  work  to  contractors  in 
successively  higher  price  brackets  until  the  schedule  is  accepted  or 
the  list  of  contractors  is  exhausted, 

"Obviously  it  v/ill  be  to  the  advantage  of  your  department,  of  the 
Government,  and  of  this  Office  to  anticipate  your  requirements  and 
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submit  your  requisitions  as  far  as  possible  in  advance  of  need  and  you 
are  urged  to  do  so." 

Snap-out  Forms; 

Beginning  July  1,  1946,  all  snap-out  forms  and  tabulating  cards  v/ill  be  procured 
from  contracts  established  and  opero.ted  by  the  Government  Printing  Office.  Carbon 
paper  used  in  the  manufacture  of  these  forms  and  shipping  costs  will  continue  to 
be  charged  to  the  ordering  Bureau's  administrative  funds  v;henever  possible. 

Tabulating  Cards; 

Repeat  orders  on  tabulating  cards  should  be  made  30  days  in  advance,    When  a  new 
tabulating  card  form  is  needed  an  additional  two  weeks  will  be  required. 

Other  Specialty  Forms; 

Bookbound  snap-out  forms,  fanfold  forms,  and  continuous  strip  type  forms  v/ill  be 
procured  by  the  Government  Printing  Office  on  individual  bids  as  no  contracts  have 
been  prepared  at  the  present  time.     It  will  be  necessary  to  order  these  types  of 
forms  90  to  120  days  in  advance. 

Continuous  carbon- interleaved  forms  with  marginal  punching  will  be  procured  by  the 
Department  on  v;-aiver  from  the  Government  printing  Office  until  notified  otherwise, 

All  bureaus  are  urged  to  discuss  their  printing  problems  with  the  Printing  Section 
of  this  Office  and  to  schedule  their  orders  as  far  in  advance  as  possible. 


